GUIDANCE DOCUMENT

IDEM INDIANA DEPARTMENT oF ENVIRONMENTAL MANAGEMENT

Navigating VRP E-Submission Folder

Voluntary Remediation Program - Office of Land Quality

(317) 232-8603 + (800) 451-6027 www.idem.IN.gov 100 N. Senate Ave., Indianapolis, IN 46204

Step 1

Check your inbox for an email from IDEM VRP. Please note that the folder names in the screenshots below will not
match the name of the folder you have been granted access to.

Step 2
Click on the folder.

Note: Save this email to access your folder in the future.
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Step 3

Enter your email address and click on ‘Next’.
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B® Microsoft

Verify Your Identity

You've received a secure link to:

test01

To open this secure link, we'll need you to enter
the email that this item was shared to.

= 0

Next

By clicking Next you allow State of Indiana to use your
email address in accordance with their privacy
statement. State of Indiana has not provided links to
their terms for you to review.

© 2017 Microsoft Privacy & Cookies
SR S

Step 4

Click on ‘Send Code’ to verify your identity.

Step 5

Check your inbox for a verification code.
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B Microsoft

Request Verification Code

You've received a secure link to:

ConsultantX

To verify your identity, we'll send a code to you
at consultantx.cfo@yahoo.com.

Send Code

By clicking Send Code you allow State of Indiana to use
your email address in accerdance with their privacy
statement. State of Indiana has not provided links to
their terms for you to review.
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Step 6
Enter your verification code and click on ‘Verify'.
B2 Microsoft
Enter Verification Code
You've received a secure link to:
ConsultantX
To open this link, enter the code we just emailed
to cfo@yahoo.com. Send again
‘ 75051695 ®
[] keep me signed in
© 2017 Microsoft Privacy & Cookies
Step 7
You will be taken to your folder.
Click on ‘Upload’ and Select ‘Files’ to upload your document(s).
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Office 365 ? C

n IDEM OLQ CFO
Private group

P Search + New ¥ T Upload ™ & Share @ Copylink + Download ¢ PowerApps = AlDocuments ¥ ¥ @O A
;
Documents » ConsultantX Folder
1 MName Modified Modified By

Step 8

A notification will appear when the upload begins.
u ]DEM OLQ CFO ¢ Not following
Private group 8 12 members

< Uploading 1item §= AllDocuments ¥ Y @© /'

L search + New ¥ T Upload ¥ ¢ Quickedit L& Share @ Copylink <3 Sync ¥ Download

Home

Documents > Consultant_Test

Conversations

Documents

Shared with us [ Neme Modified Modified By File Size + Add column
E 5a

Notebook [] ~Components-of-PEB,jpg A few seconds ago Burki, Hashim 433KB

Pages [Z]  metal-building-parts-diagram.jpg Tuesday at 5:36 PM Burki, Hashim 166 KB

Site contents K . ) ) M
[5] ~steelBuildingParts,jpg Afew seconds ago Burki, Hashim 409kB

Recycle bin

Edit

Return to classic SharePoint

Step 9 (Optional)

By clicking on the notification, the status of the upload may be monitored. This will be helpful when
uploading large files. You may exit this view by clicking on the area to the left of the status.
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n IDEM OLQ CFO

L Search + New T Upload ¢/ Quickedit 12 Share @ Copylink 3 Sync ¥ Download > Udloadin(

Progress

X

Uploading 1 item to Consultant_T...

55.1 MB/81.2 MB

Name Modified Modified By

Return to classic SharePoint

Step 10

A confirmation message will appear when the document is successfully uploaded.

Not follow
IDEM OLQ CFO % Not following
Private group 8 12 members

P Search 4+ New ¥ 7T Upload v ¢ Quickedit |2 Share @ Copylink &2 Sync ¥ Download 8 Exportto Excel - C = AMiDoaments v Y © /

Home
PN Cable...t.pdf" is now available. X
Conversations Documents > Consultant_Test -

Notify your team

Documents
S with s O Name Modified Modified By File Size + Add column
Notebook %] A few seconds ago Burki, Hashim 312M8
Pages B ““Components:of-PEBipg Afew seconds ago Burki, Hashim £33K8
Site contents
[Z]  metal-building-parts-diagramjpg Tuesday at 5:36 PM Burki, Hashim 166 KB
Recycle bin z
[5] ~SteelBuildingPartsjpg B Afew seconds ago Burki, Hashim 409KB
Edit

Return to classic SharePoint

You will also receive email confirmation that the file was uploaded successfully.
VRP Submittal - Test_ document

IDEM VRP Docs

To Nance, Mark
@This message was sent with Low importance.

Your document (Test_document) has been successfully submitted. If you have any questions or comments contact the project manager.

Step 11

After uploading the file, an entry box for the site number and project manager will pop-up on the right-hand
side of the page.
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A Test_document.pdf <% 50
Submittals > Nance

© [ Name Modified Modified By - VFC Upload Date Project Manager Site Number Add column ™ IDEM noana eparTue

© » Test.documentpdf

[0S

A few seconds ago Nance, Mark @ Regquired info @ Required info

Has access

Q:
A

Properties Edit all

@ This file is missing required

information

O Name*

Test_document.pdf

[ Site Number *

Enter value here

& Project Manager *

Select an option

Type in the VRP site number, and select the project manager from the drop-down list. IDEM staff will fill out
the remaining fields.

Jean Krueskamp
Properties Edit all
Jeff Kavanaugh

[ Name*
Lori Bebinger
Test_document.pdf

Mark Nance
[*] Site Number *
Mike McCann Mark Nance
60123456
Robin Feller

&7 Project Manager *

Mark Nance

VRP Project Manager assigned to the site

Step 12

To end the document upload session, click the icon in the upper right-hand corner.
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SharePoint

|DEM OLQ CFO ¥r Not following

Private group A2 12 members

Search + Mew ~ T Upload v ¢ Quickedit £ Share @ Copylink <3 Sync & Download @8 Exportto Excel -+ = Al Documents ¥ Y @

Home

Conversations Documents > MV

Documents

Shared with us O Name Modified Modified By File Size + Add column

Notebook T IDEM_PROJECT_SUBMITTAL Tuesday at 5:19 PM

Pages

Site contents.
Recycle bin

Edit

Return to classic SharePoint

Step 13

Select ‘Sign out’.

SharePoint

IDEM OLQ CFO ¥ Not following My account X

Private group R 12 members

O search + New ¥ 7T Upload ¥ ¢ Quickedit & Share @ Copylink 3 Sync *** = AllDocuments ¥ ¥ @ / My Office profile

Home My account

Documents > liv

Conversations

Documents

Shared with us D Name Modified Modified By File Size
Notebook __ IDEM_PROJECT_SUBMITTAL Tuesday at 5:19 PM 2items
Pages

Site contents
Recycle bin

Edit

Return to classic SharePoint
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Additional Directions

Creating a Folder

If a folder is needed, click on ‘New’.

SharePoint

IDEM OLQ CFO Yz Not following

Private group 8 12 members

L Search @ T Upload v ¢ Quickedit L& Share @ Copylink <3 Sync ¥ Download HH Export to Excel «:* = AllDocauments ¥ Y © /

Home
Coversations Documents > Consultant_Test
Documents
Shared with us @ Name Modified Modified By File Size + Add column
Notebook

Pages

Site contents

Recycle bin

Edit

Return to classic SharePoint v

Select ‘Folder’.

SharePoint

IDEM OLQ CFO % Not following

Private group R 12 members

O Search 4+ New ~ 7T Upload v ¢ Quickedit 12 Share @ Copylink <3 Sync & Download 8 Export to Excel - = AlDocuments ¥ Y @ /

Home

POy ey @) Word document Jltant_Test

ﬁj Excel workbook

Documents
o, ] PowerPoint presentation Modified Modified By File Size + Add column
@} OneNote notebook
Notebook
® Link
P
fges ¢ Edit New menu
Site contents + Add template
Recycle bin
Edit
Return to classic SharePoint v
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Enter a name for your folder.

IDEM OLQ CFO

Private group

L Search -+ New v 7T Upload ™

Home

Conversations Documents
Documents
Shared with us 0 Name
Notebook o] *Gemo.dock
Pages

Site contents

Recycle bin

Edit

Return to classic SharePoint

Click on ‘Create’.

SharePoint

Consultant_Test

¢ Quickedit |2 Share @ Copylink 3 Sync ¥ Download 8 Export to Excel

Create a folder
—— e

4 knter your folder name ’

&d By File Size

Create Hashim 27.7MB

¥r Not following

R 12 members

= All Documents Y © 2

+ Add column

IDEM OLQ CFO

Private group

/O Search

=+ New ¥ T Upload

Home

Conversations Documents
Documents.
Shared with us [ Name
Notebook @) “demo.dock
Pages

Site contents

Recydle bin

Edit

Return to classic SharePoint

Deleting a Document

Consultant_Test

& Quickedit & Share @ Copylink 3 Sync ¥ Download 8 Export to Excel

Create a folder

| test

£d By File Size

@a;‘mm 27.7MB

To delete a document, position your pointer over the document of interest.
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|DEM OLQ CFO ¥ Not following

Private group £ 11 members
bear:h + New ™~ T Upload ¥ ¢® Quickedit | Share @ Copylink &3 Sync  Download EH Export to Excel -:- = AllDocuments ¥ V¥ @
~

Home

Conversations Consultant > test01

Documents

Shared with us [ Name Mocified Modified By + Add column

MNotebook B 7036 - Construction Start.pdf 6 days ago Burki, Hashim

Pages [Z]  Animal Names jpg 6 days ago Burki, Hashim

Consultant

B upload.ta = & days ago consultantx.cfo@yahoo.cc

Site contents

Recycle bin

Edit

Click on the ellipsis.

SharePoint

IDEM OLQ CFO # Not following

Private group R 11 members
Search + New v 7 Upload v ¢ Quickedit 12 Share @ Copylink <3 Sync ¥ Download &8 Export to Excel -+- = AllDoauments v Y ©
A
Home
Honversalions Consultant > test01
Documents
Shared with-us D Name Modified Modified By + Add column
Notebook ISl 7036 - Construction Start.pdf 6 days ago Burki, Hashim
Pages =] Animal Names,jpg 6 days ago Burki, Hashim
Consultant
B upload.txt IS o 6 days ago consultantx.cfo@yahoo.cc
Site contents
Recycle bin
Edit
v
‘ ’
Select ‘Delete’.
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IDEM OLQ CFO

Private group

/O Search
Home
Conversations
Documents
Shared with us
Notebook
Pages
Consultant
Site contents
Recycle bin

Edit
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Open Vv |2 Share @ Copy link

Consultant > test01

Name

7036 - Construction Start.pdf

Animal Names.jpg

upload.txt

Preview

Share

L Download [ Dele

Copy link
Manage access

Download

B

v

Automate

Rename

Pin to top

Move to

Copy to

Alert me

More >

Details
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IDEM OLQ CFO X
B2 Consultant: test01 - test01

test01 has been restored from the Rec...

me #§ Automate v -+ X 1selected = AllDocuments v Y © /
odified By + Add column

irki, Hashim

ki, Hashim

Insultantx.cfo@yahoo.cc
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